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1. Requesting Agency

DEPARTMENT OF EMPLOYMENT SECURITY

2. Division or Bureau of Requesting Agency

EUPLOXMENT SERVICE DIVISION - LOCAL OFFICES

3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No
. additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1.

B

2.

EMPLOYER RECORD

Form No. i ESD-330 Employer Record
ESD-330,1 Record of Employer Visits

Sizet Sit1 x 11*
File Arrangement: alphabetical

fhe Employer Record form is prepared for each employer utilizing the
services of the Division, except individual employers of domestic
workers* The form shows name and address of employer, personnel
officer, type of business, products, number of employees, working
conditions, employee benefits, comments, etc* These cards are kept
up to date by posting from the Record of Employer Visits (ESD 330*1)
Ibis form is prepared by the Employment Service Field Representative
during his periodic visits to the employer*

RECOMMENDATIONS RETAIH THE EMPLOYER RECORD {ESD 330) MULE ACTIVE
PLUS THREE XEARS AND THEN JESTROI.

RECOMMENDATION: RETAIN THE RECORD OF EMPLOYER VISITS (ESD 330.1) FOR
THREE XEARS AND THEN DESTROY.'

REGISTRATION CARD

Form No.J ESD -511
Sizet 8" x 10" (folder to 5" x 8")
Dates t 1953 - -
File Arrangementi occupational code number
Index: alphabetical - Form ESD-507 on 3" x 5" cards
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E>ate Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.
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4.
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3 .

5. Description of Records
Describe records accurately. Include'title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

The Registrat ion Card gives a b r ie f s t a t i s t i c a l his tory of the regie '
t r a n t ; education and work h i s to ry , Job r e f e r r a l s , social secur i ty
number, etc* The cards a re retained i n the act ive f i l e u n t i l the
applicant finds work or f a i l s t o renew the r eg i s t r a t ion . Every 30
days the Inact ive cards are removed and placed i n the inac t ive f i l e*
The index card i s removed and stored a t the same time. The r e g i s -
t r a t i o n i s reopened i f the applicant re turns within one year; a f t e r
tha t time a new reg i s t ra t ion i s required. I t has been the pract ice
to destroy records which have been inac t ive for 15 months. In the
future the cards w i l l be re ta ined for three years , only to neet
statutory requirements. (Chapter 437, Acts of 1953). The recommen-
dation belpw applies to the Registrat ion and Index Cards.

RECOMgHDATIONt RETAIN FOR THREE SEARS AFTER DATE OF LAST ENTRY AHD
THEN DESTROY.

ORDER FORM '

Form Ho«: BSD - 514
Size: 5" x 8"

A by-product of the job placement service is the Order Form. This
eheet shows the name of the prospective employer, names of the
applicants being referred to hint end the job description. The
action taken is posted to the applicant's Registration card. This
form is considered non-record within the meaning of the statute
governing non-record material (Art. 41, Sec. 155, Annotated Code
of 1951)•
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